APPLICATION FOR RECORDS DISPOSITION STANDARD

f 1 i‘\
INSTRUCTIONS: Prepare in duplicate and forward to ‘the Records Management Analyst, Management Systems Division i
3. Dept , Diwsion, Subidivision & Administering Office Address l FOR RECORDS MANAQPEMENT DIVISION USE

1

! _ Date Received Apptication No. Date Completed

Department of Finance and Administration: | yu 34 1978 78=-13 aus 8 1978
Division of Contracts and Procurement : o
Peachtree Summit, 401 W. Peachtree St. NE | ' Application 2. Dept. Application No.
Atlanta, Georgia 30308 : - :

f— i

6. Telephone Number

4. Person to Contact ' &WWHWTN'Manéger of
Joann L. Bahn Contract Control. 586-5269___ |

- T T —_—

7. Aclmn Requesled
a. K Establish Retention Schedule; record will continue to accumulate,
. [ Dispose of present accumulation; no fsvther accumulation anticipated.

c. O Amend Application No. Check One: [ Change; (] Supercede; 3 Void
8. Dates of Series 9. Records Series Title {followed by title used in office; if different)
Earliest Latest '
1974 | Present Cooperative Agreements Original Executed Contracts Files
10. Division and Olf ice Function What is the function of the Division and the Office in which this record series is created? :

The Division of Contracts and Procurement is responsible for developing, maintaining, and _,
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is re5ponsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are avallable for
audit and periodic review. ;

bl 1. Record Series Description Thus file comams the following documents hncluda form numbers and titles, if any}
Attach samples of the file. .
Documents relating to: Executing contnums to provide specific services to

the Authority involving or related to a governmental body,
utility, or railroad. ,

. Included are:
Original contracts executed by MARTA and the governmental
body, utility, or railroad, Work Orders, amendments,
Records of Concurrence and Approval, and related corres-
pondence.
File is arranged: Alphabetically by contractor name, numerically by contract
number within name.
$2. Monthly Reference Rate How often are records referred to which are: - T
One to six months old _,,_._];:_.2:_...__ ; Seven 10 twelve months oid __1_-42 ; Thirteen to twenty-four months old 0- 1 e
twenty-five months and older 0____.__* ?
(13 Annual Rate of Accumulation of Records 4‘ T -
Letter-size drawers - _.._,.,_; Legal-size drawers — . ;Shelves ) 1 Other fSDEcify.lA \ . T
. - S Sy e
"*__ B \ 7\\ ~\ ."-r ~ - RO e -

3012 (3/76)




' Crmfiﬁﬁﬂ - e MARTA ‘0406.441'
Attach copy or excert of laws or regulations. Explain administrative nead. '{

UumTtsa oM. IL.D-4/ 3/

—— — - e i e L ey ——— e

16. Approved Dnsposmon Insfrucnons This agency recommends that the file senas he cut ufl at the end ot each
[} Catendan Year; 1.} Fiscal Year: D8 Other __ Alet &L‘h{.'_ e . theN,
(3 Hold in the current filesarea ___________monthi(s} — . __ yearls); then

0] Transfer to local holding area; hold . _.___ yearl{s); then

O Transter to State Records Center;hold ____________ yearls): then
O Destroy. o,
[J Transter 1o State Archives 16r parmanent retention. '

B Other (Specify) .

Hold in current files area two'years past termination date on final Work
Order. :

Then: transfer to Authdrity Records Center. Hold for three years past
completion of MARTA project: then destroy. : o

These instructions apply to all prior and fulure sceumulations of the senes

{Indicate brietty cationale for recommendationy above/on wiite gddetional remarks);

.,IES_E- 14_“ Quesuonna:re {Place an )} in the proper ca columnl e i | R i
a s thus the afficial copy ‘of the series? ' I
X ) ' not, where is ir? o ; 7 o e o _
b Does the series contam conhdentsal mformatmn requmng sacurity handlmg7 lf yes cne taw or degulation.
. X . ) L '
| x [ o ltheaviplgeew? T T
X o Dod ilue {mg-h e historieal o fong 1mm orseoneh villue? T
¢ Whon one an I\mulm mnentsan the Tile make of pscessany 1o keep e entie Lie for o tong pewred b, coubed theses docensotets |,‘.
x! _scheduled separately ? e e o
1l x f_ Is the mform_e_lt_lgn#cgpit_alped '," this senei_gvfr publnshed? I yes, attff:_f_)#ffqy_dhﬁ_ e ]
g. Is the information contained in this series ever Analyzed and/or recorded in a summarized report?
b 4 If yes, attach copy.
Y“ht—‘l:t;\;;e-; 'd_l;:-i;'c:t-mn of th;—s;r-!.e: :;\‘v;c;;c: or in another oftice or agenr;\;; B T R
X . Myes. where? Agreements Division . _ ___ . _ ]
X | i lxthis sries for a major gortion of it regularly microfitmed? " """ T T T T |
% i. Does the reEo:d senes rebult in a computer prmlout? L H._‘-____;A._,. F_#ﬂhiﬁ:—_ T
15. Retention Requrrements The followmg reqmres ‘the saries to be kept:
a. State Law - e .. years. d. Audit period © e mane . Y@BIS,
b. Statute of limitation ———e .. YeeTS, e. Administrative need e e __ Years,
c. Federal law ——— e . VeAFS., . f. Fedaral retention instructions ‘ - i__% years. fgpc:('

17. APPROVALS
Approved Department Records Ma;lﬂa—g}s—r;nent Oftficer Date | Apndyovdd

. %Ov«’ ’ cf:mrtment ‘of Archives g a:d History

Approved  MARTA Management Advisory Committes  Dats

.




